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When  the  Boss  Is  Away 

The  upsurge  in  business  meetings  and  trips  was  highlighted  by 
some  Readers  Panel  members  who  suggested  ways  to  help  the 
traveling  boss,  in  our  expense-control  survey. 

Meetings  are  a  source  of  valuable  information  and  contacts,  and 
a  personal  visit  often  can  accomplish  much  more  than  mail  or  phone 
calls.  The  boss  can  get  the  most  out  of  conferences  if  his  time  and 
travel  have  been  well  arranged,  and  if  he  knows  that  the  office  is 
running  smoothly.  Several  tips  from  panelists  may  be  helpful: 

1.  Help  your  boss  watch  his  expense  account.  If  he  travels  a  lot, 
help  him  schedule  trips  to  the  same  general  area  at  one  time,  to 
save  mileage  and  time. 

2.  Compare  train  and  plane  fares.  For  example,  taking  a  night 
train  can  save  hotel  expense  and  still  accomplish  the  purpose  of 
the  trip.  Also  consider  the  cost  of  meals  and  tips  on  trains  against 
taxi  fare  to  and  from  airports. 

3.  For  a  plane  trip,  find  out  if  there's  a  great  difference  between 
first-class  and  coach  fares  and  service.  If  it's  a  short  trip,  your 
boss  probably  won't  mind  flying  aircoach.  Check  whether  a  meal 
will  be  served  on  board,  to  save  time. 

4.  In  making  hotel  reservations  in  another  city,  check  whether 
the  hotel  has  a  local  office  or  representative.  Otherwise,  write  to 
the  hotel  and  ask  for  confirmation  by  wire  rather  than  phone;  it 
costs  less. 

5.  Set  up  a  system  whereby  women  who  are  not  busy  when  their 
bosses  are  away,  would  contact  a  key  person  who  knows  where 
they  can  help.  A  department  may  be  temporarily  overloaded  and 
working  overtime. 

6.  Ask  the  boss  whom  you  should  consult  for  decisions  in  his 
absence,  and  try  to  handle  as  much  of  the  routine  work  as  possible. 
One  man  spent  five  hundred  dollars  to  attend  a  distant  meeting, 
but  heard  little  of  the  program,  because  his  office  called  him 
continually.  The  commotion  disturbed  others,  too.  Some  felt  that 
his  company  was  in  bad  shape — and  heading  for  trouble,  if  only 
one  man  could  make  decisions. 

*(or  thereabouts!) 
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Behind  the  Scenes  of 
Successful  Meetings 

Many  companies  are  busy  planning  next  year's 
sales,  district  or  annual  meetings.  Bosses  who  belong 
to  business  organizations  may  be  involved  in  planning 
meetings  and  conventions.  Some  may  be  on  the  other 
side  of  the  fence — being  invited  to  speak  at  such 
events. 

To  help  you  help  your  boss  (as  well  as  for  your 
own  association  work),  these  pages  are  devoted  to 
getting  speakers,  arranging  for  meetings  and  the 
travel  involved.  Even  if  you  never  assist  with  meeting 
arrangements,  a  look  at  the  preparations  reguired 
may  increase  your  appreciation  of  meetings  you 
attend.  The  travel  information  may  be  useful  for 
your  vacation. 

Care  and  Feeding  of  Speakers 

You  can  get  good  speakers  by  checking  with  asso¬ 
ciates  who  attend  meetings,  from  directories  of  speak¬ 
ers,  and  from  program  chairmen  of  various  groups.  A 
good  speaker  attracts  people  to  the  meeting,  so  here 
are  tips  for  treating  him  like  the  VIP  he  is. 

1.  The  speaker  needs  all  the  information  on  the 
form  shown  opposite — an  effective  checklist  to  make 
sure  he  knows  what  is  expected  of  him. 

2.  If  you  contact  the  speaker  by  phone,  send  a 
confirming  letter  with  details  and  program  chair¬ 
man's  name,  address,  and  phone  number,  so  he  can 
contact  you,  if  necessary. 

3.  Tell  the  speaker  about  your  firm  or  group.  Send 
company  or  association  literature.  This  information 
lets  the  speaker  slant  his  talk  properly — and  will  help 
him  feel  at  home  with  the  audience. 

4.  Send  the  speaker  a  meeting  announcement, 
along  with  clear  directions  on  how  to  reach  the  place; 
suggest  the  best  route  or  mode  of  travel. 

5.  If  a  guestion  period  will  be  held,  plant  a  few 
good  guestions  with  reliable  people  to  ask  them  the 
minute  the  speaker  invites  questions.  Otherwise,  a 
dead  silence  at  this  point  in  the  program  is  embar¬ 
rassing,  as  well  as  a  letdown  to  the  speaker. 

6.  Watch  for  the  speaker  and  welcome  him  at  the 
meeting.  Introduce  him  to  the  "brass."  If  you  sense 
that  he  would  like  a  few  moments  to  collect  his 
thoughts,  find  a  quiet  corner  for  him,  but  be  available. 

7.  Introduce  the  speaker  briefly  and  clearly.  Two 
minutes  is  plenty,  but  make  sure  the  audience  knows 
who  he  is,  what  he  does,  the  title  of  his  talk,  and  why 
he's  qualified  to  speak  on  the  topic.  Don't  gush  or 
give  a  eulogy;  the  speaker  will  feel  that  he  can't 
live  up  to  the  "buildup." 

8.  If  possible,  let  the  speaker  talk  before  the  busi¬ 
ness  part  of  the  meeting,  so  that  he  can  leave  early. 


Thank  the  speaker  and  see  him  to  the  door.  See  that 
he  has  a  lift,  if  he  did  not  drive. 

9.  Write  a  thank-you  letter  the  next  day.  Quote 
some  favorable  comment  on  his  talk.  This  courtesy 
makes  his  time  and  effort  worth  while.  Professional 
speakers  quote  from  such  letters  in  their  promotion. 

10.  Send  the  speaker  clippings  of  any  publicity 
about  his  talk,  for  his  "feel  good"  file. 

11.  If  a  fee  and/'or  expenses  are  involved,  send  the 
check  promptly.  Otherwise,  you  may  want  to  send 
the  speaker  a  gift — a  travel  clock,  small '  leather 
goods,  flowers,  a  gift  certificate,  etc. 


SPEAKING  DATE 


DATE _ 

Contacted 


Phone  No _ 


GROUP _ 

No.  expected _ 

Type  of  meeting. 


SUBJECT _ 

Time  allowed _ 

Question  period. 
Props  requested- 


Expenses - 


Biography_ 


Pass-out  material _ 

Travel  reservation. 
Hotel  reservation _ 


Arrival  time. 
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Checklist  for  Reservations 


TRAVEL 

PLANE 

Name  of  passenger(s) 

Office  and  home  phones 

Date  of  travel 

From 

Flight  No. 

Departure  time* 

Airport 


Arrival  time* 

Airport 
Class  of  travel 
Fare  including  tax 
Meal  served 

Limousine  service  and  cost 
Pick  up  tickets  or  mailed 


TRAIN 

Date  of  travel 
From 

Name  of  train 
Departure  time* 
Station 
To 

Arrival  time* 

Station 

Fare  including  tax 
Reserved  seat(s) 

Pullman  accommodations 
Pick  up  tickets  or  mailed 


BUS 

Date  of  travel 
From 

Departure  time* 
Station  location 


To 

Arrival  time* 

Station  location 
Fare  including  tax 

HOTEL 

Address 

City 

Date(s)  requested 
Arrival  time* 

Departure  date 
Type  of  room 
Single 
Twin 
Double 

Studio  (living  room  converts  to  bedroom) 
Suite  (parlor  and  bedroom) 

Special  requests 

Rate  requested 

Deposit  sent  (late  arrival) 

Confirmation  received 
Checkout  time 


FROM  NINE  TO  FIVE  By  Jo  Fischer 


“Why,  Mr.  Wump  .  .  .  you  weren’t  due  back  from 
your  trip  until  tomorrow!” 
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OTHER  NEEDS 


Car  rental 
Dictating  equipment 
Typewriter 


Props 

Speaker's  table(s) 
Lectern 
Microphone  (s) 


MEETINGS 

Place 

Name  of  room 

Address 

City 

Phone  number 
Individual  contacted 
Date  and  time*  of  meeting 


Platform  or  stage 
Movie  screen 
Projector 
Operator 
Special  lighting 
Announcements  mailed 
Reservation  deadline 
Price  per  ticket 


Type  of  meeting 


Your  Travel  Information  File 


Number  expected 

Setup  of  room 

Food  service 

Beverage  service 

Room  rental 
and  or 

Cost  of  food,  tax,  and  tips 
Menu 

Guarantee  required 

Final  reservation  deadline 

Flowers 

Decorations 

Signs 

Registration  table  (s) 
Checkroom  or  coatracks 
Parking  facilities 


If  your  boss  travels  frequently,  you  may  want  to 
gather  reference  books  and  maps  in  one  spot.  Or 
you  might  pool  your  information  with  that  of  co¬ 
workers  and  other  departments.  Suggested  material 
includes:  Official  Airlines  Guide,  Official  Railroad 
Guide,  ABC  World  Airways  Guide,  Hotel  Red  Book, 
Duncan  Hines  guides  to  lodgings  and  restaurants, 
airline  and  railroad  schedules,  local  train  timetables, 
Rand  McNally  Road  Atlas,  tollway  and  state  maps,  etc. 

Include  a  list  of  your  boss's  travel  credit  cards  and 
directories  published  by  these  services.  Save  litera¬ 
ture  on  the  boss's  favorite  hotels,  motels,  and  restau¬ 
rants.  If  your  newspaper  has  a  travel  section,  keep  a 
copy  on  file.  Watch  the  ads  for  announcements  of 
stopover  privileges,  out-of-season  rates,  excursion 
fares,  family-plan,  and  other  discounts. 

Keep  previous  itineraries  as  a  guide  to  hotels  used 
and  the  best  way  to  reach  a  certain  place.  Check  up 
on  current  schedules  though,  as  these  may  change 
periodically. 

If  you're  busy  or  need  help,  call  your  travel  agent. 
Travel  agents  do  not  charge  you,  except  for  a  few 
special  types  of  service,  like  getting  theater  tickets. 
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Marilyn  French,  Editor 
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